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BUSINESS FORMS. 


Essentials: Accuracy, Clearness, Conciseness, Neatnegs. ’ 


While it is necessary for but few to be fully ac- 


‘quainted with the details of conducting a large business, 


it is conceded to be of the utmost importance that the 
__ ordinary and simple forms of business procedure should 
be clearly understood by all. 

The aim of this book is to give only such forms as 
are commonly used in every-day life. 

In the study and writing of business forms the follow- 


; Ra should be kept constantly in mind: 


Hist. All statements should be clear and concise. 
Unnecessary or ambiguous words or expressions should 
be Studiously avoided. 

2d. All statements should follow, substantially, the 
forms established by the best business usage. 

These. forms should be studied with great care, at- 
tention Being given to arrangement, spelling, punctua- 
tion, and the use of capital letters, and the reason for 
each detail Should be examined and fully explained. 

3d. Facility and accuracy in the use of business 


- forms can bé acquired only by continued practice 


After the form has been. studied and copied, the pupil 
should be required to reproduce it almost daily, on 
blank paper, using independent data furnished by the 
teacher. 

Ath. The»penmanship should be perfectly distinct, 
and free from flourishes. 
_ The forms used in business are so well established | 
that business men make very large use of printed 
blanks. The use of these blanks should be carefully 
studied, and practice given in filling them out, but the 
pupil should know so clearly the exact form required 
as to be independent of them. 

The following are the most important business forms 
given as models in this book: : 


Bill. — A bill (pages 1, 2 and 3) is a written state- 
ment of goods sold or delivered, services rendered or 


work done, with the price or value of each item an- 
snexed, : 


Receipt. —A receipt (pages 4 and 5) is an ac- 


-knowledgment in writing of the taking of money or 


goods. A receipt oz account shows that the money 


. received is to be applied on an unsettled account. A 


receipt zz ful/ acknowledges the payment of all. in- 
debtedness 


Promissory Note. — A promissory note (pages 


6 and 7) is a written promise for the payment of 


money. 


a 


Stub (pages 5, 7, 11, and 14): — When printed 
forms are used, they are usually bound in the form of 
a book. The blanks are so made that, by means of 
perforated lines, they can be torn out when filled, leav- 


ing the end or s¢zé firmly bound in the book. This is . 


used as a memorandum, and should contain the essen- 
tial matters which have been written in the blank form: 


Endorsements (pages 8 and 12).— The peculiar 
feature. of business paper, is its negotiability. It is 
usually negotiated, or transferred, from one to another 
by endorsement. Endorsements should be written on 
the back of the paper, about one-third the distance 
from the end, and a/ways in the direction indicated by 
the models A familiarity with the full force and 
meaning of the different endorsements should be in- 
sisted upon 


Bills of Exchange. — Bills of exchange (page 9) 
are drafts directing the payment of money in.a foreign 
country They are wsvadly issued in sets of three for 
greater security, though in some states only two are 
issued, except by special request -of the purchaser 
Where only two are issued, one is sent abroad and the 
other is held as a receipt. 


Check.— A check (pages 10 and 11) is a written 
order for the payment of money on demand, drawn on 


4 | a bank by a depositor. 


Sight Draft. — A sight draft (pages 13 and 14) is 
an order directing the payment of money on demand 
or a¢ sight. 


Due Bill.—A due bill (page 15) is a written ac- 
knowledgment of a debt. 


Business Letter. —A business letter (pages 16— 
20) should be clear, concise, formal, and free from 
everything of a personal character. 


Superscription of an Envelope. — The super- 
scription of an envelope (page 22) should always com- 
mence on a line equally distant’ from ‘the top and the 
bottom of the envelopé, or one space. below this. In 
writing a card the same rule should be observed. 


Personal Cash Account.— A personal cash ac- 
count is a record of money received and paid by a 
person.» The importance of this should be especially 
explained, and pupils should be urged to make a prac- 


tical appli¢ation by keeping a record of their own: 


et hi and expenditures, however small ee may be 
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BOY WANTED. 

A boy about 14, to make him- 
self generally useful in a busi- 
ness office. Apply by letter only, 
in own handwriting, giving city 


eference. 


1a Weak 125th Bd, 
Tew Youle, Plow. ,1895. 


Robt. W. Mason, 
202 Broadway. 
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i Letter of Recommendation. 
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Informal invitation. 


Declining invitation. 
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THE STUDENTS’ UNION TELEGRAPH COMPANY. | 


———— INCORPORATED 
21,000 OFFICES IN AMERICA. CABLE SERVICE TO ALL THE WORLD. 


os ce CHAS. T. ECKLES, President and General Manager. 
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CHAS. T. ECKLES, President and General Manager. 
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The Normal Review System of Writing. 


PROGRESSIVE, SCIENTIFIC, PRACTICAL, EDUCATIONAL. 


This system is the only one which recognizes the need of constant and systematic Review, and gives due prominence to the Capital 
It gives special attention to statements of //¢storical and Scientific Facts, and develops 


Letters and to the figures of the Aradic Notation. 
‘the writing of /u// Pages of connected sentences, 


SLANTING COPIES. 


Regular Course, 7 Numbers; Short Course, 4 Numbers; Tracing Course, 2 Numbers ; Movement Course, 2 Numbers. 
Business Forms, 1 Number. 


REGULAR COURSE.—WNo. 1. Contains a graded presentation 
of the small letters, singly and in words, with the figures of the 
Arabic notation, and common signs and abbreviations. —No. 13. 
Contains words, with all the small and capital letters. — No. 2. Con- 
tains, in addition, capital letters, proper names, and short phrases 
and sentences.— No. 3. Repeats the capital letters and gives longer 
sentences. — No. 4. Contains full-line copies of important dates and 
events in American history.— No. 4}. Contains in three-line copies 
important extracts from the Constitution of the United States. — 
No. 5. Contains a list of the Presidents of the United States and a 
selection from Longfellow’s poem, “The Builders,” in copies, to 
develop the writing of full pages of connected sentences. 


SHORT ‘COURSE.—No. 1. Contains, with the figures of the 
. Arabic notation, all the small letters singly and in words.— No. 2. 


Contains full pages of graded examples in Addition and Subtraction, 
all the capital letters, and Christian and Geographical names. — 
No. 3. Contains full pages of graded examples in Multiplication and 
Division, capital letters, common abbreviations, and short sentences. 
No. 4. Contains full pages reviewing the rules of arithmetic; also 
simple statements of important scientific facts, 


TRACING COURSE. — Nos. x and 2. Identical with Nos. x and 
2 of the Short Course; to be used as a preparation for the latter 
books. 


MOVEMENT COURSE. —WNos. 1 and 2. Contain free exer- 
cises, covering all the forms of capitals, small letters, and figures. 


BUSINESS FORMS. — Contains all the principal forms used in 
business. 


VERTICAL COPIES. 


Regular Course, 1o Numbers; Short Course, 6 Numbers; Tracing Course, 2 Numbers; Movement Course, 2 Numbers; 
Business and Social Forms, 2 Numbers. 


REGULAR COURSE.—No. 1. Contains all the small letters 
singly and in words, and the figures of the Arabic notation. — 
No. 2. 'Contains full-page examples in Addition and Subtraction, 
small and capital letters in words.—No. 3. Contains, besides the 
letters, full-page examples in Multiplication. —No. 4. Contains ex- 
amples in Division, days of the week, months, etc. — No. 5. Contains 
two common phrases in each line, with combinations of the figures 
of the Arabic notation. — No. 6. Contains a geographical name, and 
a maxim occupying about two-thirds of the line. — No. 7. Contains 
full-line copies, each a statement of a scientific fact.— No. 8. Con- 
tains full-line copies, each a statement of a geographical fact.— 


No. 9. Contains statements of important events in the history of the | 


United States. —No. 10. Contains, in three-line copies, important 
extracts from the Constitution of the United States, 


SHORT COURSE. Identical in copy and plan with the first six 
books of the Regular Course. Especiaily suited to the lower grades. 

TRACING COURSE.—Nos. 1 and 2. Identical with Nos. 1 
and 2 of the Regular Course; intended as a preparation for these. 

MOVEMENT COURSE.—Nos.1and2. Simple exercises cov- 
ering all the forms of the small and capital letters. 


BUSINESS AND SOCIAL FORMS.—WNos. 1 and 2. Contain 


all the common forms used in business and social correspondence. 
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